
Announcement 
No.

NE-HPT-11-04(R2)

:
Closing Date

18 Jan 04 VACANCY ANNOUNCEMENT (Re-Issue) 
:

Date of Issue
5 Jan 04 

1.  Job title  (  Grade    3   LAD   N/A )

Work Order Clerk #280

               
  Administrative     Blue Collar Trade    Security              Medical

No. of Recruitment 

1

4. Area of Consideration

MLC/IHA
Current MLC/IHA Employee within Activity 

MLC/IHA ( )
Current MLC/IHA Employee in commuting distance 

MLC/IHA ( )
Current MLC/IHA Employee Ja an Widep

Off Base Applicant2. Activity

Navy Exchange, Yokosuka                     
Services Operations Department             
Auto Services Center, Service Counter   

Working Place: Tomari-cho, Yokosuka

3. Work Schedule (  30 hrww )

 Work Days: 5 days/week
  Work Hours/Recess Period:  0600-2000 ( 6 hours/day)  

 Night Shift       Overtime         Business Travel

5.  Type of Employment 
                                    

 IHA 
 HPT

¥950/hour

6.  Duties:  Prepares service work orders for vehicles.  Determines estimated cost according to the official price list; issues parts 
and accessories to mechanics.  Counsels customers on automotive service needs and resolves patron service questions and complaints.  
Assigns work orders to appropriate technical associate for action.  Performs work involved in the initiation, processing, recording and 
control of work orders.  Typical duties includes; receives written or verbal requests for work to be performed, records pertinent data such as 
nature of work, location, and requester and classifies as to urgency, coordinates with proper personnel to gain authority for performance of 
the work, authorization of funds, inspection of work site and preparation of engineering drawings sketches; confers with production 
personnel to obtain proper shop routing for performance of work; maintains and prepares a variety of correspondence, control sheets, 
reports and other action and record documents to record the progress and completion of work.  Performs other related or incidental duties 
as assigned.
7. Qualification/Physical Requirements 
a.  1 year of general work experience OR completion of 2 years junior college/2-years of technical school or 4-year degree in any field. 
b.  Knowledge of basic auto mechanics. 
c.  Knowledge of customer service concepts and practices. 
d.  Skill in operating computer keyboard. 
e.  Ability to perform general clerical work. 
f.  Ability to speak, read and write English at average proficiency level. 
Handicapped applicants may be accepted, depending on the degree and kind of disability.   

English Language Proficiency None Basic Intermediate Advanced Exceptional

Educational Background    N/A License/Certificate Required

8.  Application and Associated Documents 
Working Condition 

*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 
*  Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil 
*        Complete in English  

 80    (12x23.5cm) 
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is not accepted.)

Works irregular schedule. 

 for Job Inquiries  Office to Submit For Official Use

PD No.: NEX-SEC-003-PT 

PD is accurate and current. 
Certified by Activity:  at

 POC
Navy Exchange, Yokosuka 

046-822-7526 
046-816-5149

1 banchi Tomari-cho, Yokosuka 
 (HRO) 

COMNAVFJORJAPAN, Human Resources Office Yokosuka 
(HRO), MLC/IHA Employment Office (Code 511A)  

046-816-8153 
HRO:  ey 

                   HPT – Hourly Pay Temporary 
Incomplete applications will not be processed.                                                   – 1

                                                        
 Submitted applications will not be returned.                                                     


